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11 June 1952 -

Iﬁrector,of Ccntrél Inﬁelligence-

- Chairman, Careér:SQrvice Committee

SUBJECT» Final chort.of the Carecer Service Committee

1y, PROBLEM, To devise a Career Service Program that identifies S,

. develops, effcetively uses and rewards individuals who
‘have the skills ququed by CIA; motivates thom towards
rendering maximum service to the Agencys and eliminates
from the -service, in.an equitable manner, those who in
spite of the Program fail to perform as effective members

-of the organ;xatLonQ

20 ASSUFPTIONSq Tt is assumed thats

200

be

Cyo

da

Requircd skills can be identified through appropriate
evaluation and selcction devices,

Potential skills can be developed and maintained through
appropriate supervision, training and duty rotation,

The skills of CTA personnel can be utilized most effectively
through planned assignment of individuals to positions of.
progressively greater responsibility as their skills are
developed to meet CIA requirements for those positionss. -

The experience of personal growth toguth@r with a por,onal
identification with the objeetives and operations of the
Agency will stimulate maximum service among CIA personnel,

Aspirations of CIA personnel to a career with the Agency
will depend on the extent to which their contributions
are recognized by the Agency and on maintenance by the
Agency of the best possible climate for work,

-l o
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3o DISCUSSINNe Tabs A through H present a Career Service Program
which has been tailored to the needs of GTA by experienced
members of the Ageney, This Program is based upon techm
niques which have proven to be effective in private industry
and other Government establishments, R '

RECOWENDATION? It is recoumended that you approve thié report
R and authorize the, Deputy Director (Administration) to
. implement the CIA Caveer Service Program, " FOIAb3b

€@

@aiman, . v

Carcer Serv"ibe Committee

FOIAb3b

Approved: . 13 June 1952

rector of Central Jotelllgence

-2.:
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SUMMARY Ov THF CIA CARFR STRVICW PROGRAM v

e

1l The CIA Carcer Service Program is controllad hy = CTA Carser
fervice Board which consists of the Deputy Director (Administrﬂtion),
the Deputy Nirector (Plans), the Teputy Director (Intalligmnpe),‘the
Assistant Director (Personncl), the Dircetor of Training and, on'a
rotating basis, two fsgsistant Divectors. The two rotsting members of
the Board will cach serve for six months, there being at all times one
from the overt office group and one from the covert offic: groups Their
tours of duty are stapgered so that there ie continuity. The CIA Carcer
Service Board meets once a month. If any member is unsbls to be present
he may be represented by hie Deputy. Four menbers constitute o quorum.
The Chairman of the Board will be one of the Deputy Direcuors, each of
whom will serve successively for.a torm of four months, The Carcer
Pevelopment Staff of the Personnel Office serves s Scerebarist of bhe
Board and the Chief, Carser Dovelopment Staff, scte as the Bosrd's
Fxecutive Seerctary., (Sce Tab B),

2e The CTA Csrcer Service Board is responsible for advies to the
DCI -on making CIA a better ploce in which to worke It develops policy
governing the Carecer Service Program and advises concerning all policy
matters affecting Agency personnels This is a continuous procass in
order that the Program may be immadiastely responsive to the needs of the
Agency and in order that the Agencyts personnel policy may remain
sufficiently flexible to meet all contingenciess The Board serves to
guide the Agency in its development of long=r-nge plans for the bost
ubilization of the Agency's human resourcess Tt is concerned primarily
with policy, not with day-to-day decisions or details. (Sce Tab R). ,
. : ‘ ]

3¢ The (0ffice) Carcer Scrvice Boards are locatod in ench of the
major Offices and units of CIA and aré reeponsible tg their respective
Assistant Directors or Office heads for the operation of the Carcer
Service Program in accordance with policy established by the CIA Careecr
Service Board. They are also responsible for collaboration with other
(0ffice) Boards on inter~Office Career Service problens. It is at this
level and through the functioning of these (0ffice) Boards that the
rotation, training, advancement and aselgnment vlan recommcnded for the
individunl by his supsrvisor ic reviewed for the approval of the Assistant
Dirzctor or Office head:  These Boards are concerncd primerily with the
implementation of policy and with the review of detailed recommendations
concerned with the carcers of individuals. (See Tab B).

o \
nformation Tab A

}

Bagurity
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s trnually, or as often as required, each person is evaluated by
hic supervisor and the evaluation is reviewed by a reviewing official,
This evaluation together with a proposed development program forms the
basis”for_a_detailed discussion betwsen the supervisor and the person
being evaluated, The proposed dévelopment pregram is reviewed by the
(Office) Career Service Roard and when approved by the Assistant Dircctor
or Office <¢ad becomes the plan for the individual's carcer for. the next
year or two, (See Tab (). C I

o S$ Special, emphasis is nlaced on the identification, training and
Mdovelopment of individuals who demonstrate potential for assignment to
positions requiring executive ability. - Individual talent for planning,
organizing and directing the work of others is one of the Ageney's prize
assets provided it is carefully developed and guided effectively toward
the acecomplishment of some specific aspect of the fgency's missions Such
potential is of interest to the fgency as a whole since it is seldom tied
to technical proficiency in any one fisld and, therefore, not limited to
usz in any particular ares of activity, (8se Tab D),

b0 011 new Junior personnal recruited and selected to fill pro-
fessional positions (¢vg., all new perzonnel up to and including nS-11 -
to fill clots designated as professional positions) will be serecnad by
the Professional Zelection Panel (in a manner similar to that employed .
by the Baard of Examiners of the Foreign Serviee) with respect to over-
all suitability to work in CI* on a career basis, Fxception to this
procedure may be made in each case by the appropriate Deputy Director,
(See Tab ®), : S e

LI

7, A1l new personnel reeruited and selected to fill professional
positions Including all new "lateral-entry" personnel, GS=12 and above,
will enter the CI8 Intelligence School at the first scssion commeneing
efter their FOD, Exception to this procedure may be made in each case
by the appropriate.Deputy,Director, (See,Tab )

]

- B+ One of the most effective methods of training CIA personncl,
developing their latent talents and preparing those persons with high
potential for more responsible positions is by mcans of rotation through
one or more positions that can provide broadening exporience, FRxecutive
Skills can often be developed through experience in a variety of areas
of responsibility, (Ses Tab 7). - . .

3
L}
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9e The favorable work elimate that ig one of the goals of the
Car@er Service Program would be enhanced by certain bencfits not ndw
aveilable to CIA personncl, Many of these can be achieved oniy tﬁronwh
leglelation, The CIA Carcer Servi¢e Board will give continuuﬁs aﬁtwégion
to this problem. (Sce Tab G). ) | R

10, Much of the work that is accomplished in CIA must, for scenrity
reasons, be done anonymously. An importent inecentive that ig comﬁoﬁ o
most human endeavors, the acclaim and approtation of one's fallow man -im
therafore not generally available to ClA. The eg ablishmcnt'of an jn: -
ternal CTA Honor twards Program will in part fulfill this need. o
(See Tab H), | -

Se : CIA-RDP78-00699A000100060029-1
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organization, Relationships and Functions of the CAREER SERVICE BOARDS

I Org1n¢zatlon and Functions of the CIA CAREER OTRVICE BOARD
A, The CIA Carcer Serv1ce Board wmll be composcd of the follow1ng personss

Doputy DerCtOr (Plans)

Deputy Director (Intelligence)

Depuby Director (Administration)

Assistant Director (Perkonnol)

Director of Training ‘

Two Assistont Directors, each to serve
for terms of six months! curablon.
(Sve Schedule A) ]

,Executlve Secretary = Nonwvobing

- Four members of the Board will constitute a quorum, If a member cannot
be present, he may be represented by his Deputy. The Board will heold
scheduled monthly meetings, and agenda and minutes of mectings will be
distribubed to all persons on Schedule Ag :

Bo It will be the resmons‘i.b-m.ty of the CIh Career Service Board to:
1l Devclop policy govornlng the Carecr Service Program for approval
by the DCI and serve as his advisor on all nmttozg concerning

the Program,

2¢ Supervise and roevicew the iunction:ng of (0ffice) Career Scrvice
‘Boards, - .

‘3¢ Establish and maintain‘an'Execubive Invenﬁoly"to be composcd of
those persons which the Board shall from time to time debermines

h@ Make rocommnndatioh' for £illing key positions in the Agency
with personnel from the Executive Inventorye

5s Review evaluation of personnel contained in the I ceutive Inventory
and review rotation programs for their further developmente

6g Approve the allocation of Rotatilon Loan ‘Slots to (0ffice) Career
Service Boards, (See Schedule B),

Tab B

Sanitized - Approved For Release : CIA-RDP78-00699A000100060029-1




-Sanitized - Appﬂled For Release : CIA-RDP78-W99A000100060029-1

Information

7e Supervise Supporting grohps or Boards for handling specialized - °
functions on an Agencywwide basis, such as, Hazardous buty Board,

Honor Awards Board, Professional Selection Panel, etc,, drawing
on Agency personnel as necessary, .

b

8o Prepare and submit ahﬁuélly to the DCI a summary of the operation
of the¢ CIA Carcer Service Program,

IT. Organizatibn and-Functions of fhe SECRETARTAT of the CTIA CAREER SERVICE
BOARD - C , ‘

Lo The Career DeVélopment Staff of the Personnel Office serves as
- the Secretariat of the CIA Carcer Service Board and the Chief,
-+ Career Development Staff serves as the Executive Secretary of the
‘Boarde : S :

Bo It will be the responsibility of the Secretariat of the GIA
Career Service Board tos

1s Recomend to the CIA Carcer Service Board ways and means of
“ - dmproving the CIA Career Service Program,

2¢ Perform all secrctariat and administrative functions for the

CTA Career Scrvice Board, These include, hut arc not limited
'bIO H . ' o

8¢ Maintaining master files concerned with Carcer Service
 matters on a current basis for the CIA Carcer Service
Board, including agenda and records of meetings,

be Transmitting to the CIA Carcer Service Board recommendae
tions and periodic reports of the (0ffice) Careér Service
Boards for consideration, ’

-~ ©e ‘Initiating and supervising such studies as are needed to
improve the Carecr Service Program,

do ‘Aséistiﬁg (Office)‘Career Service Boards in effecting
rotation appointments, ‘

8 Submitting unresolved inter-0ffice Board problenms to the
~ " GIA Career Service Board for deeision,

) 7 ’n

SEC _
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. £ Coordinating with the 0ffice of Training training
arrangements. and needs respecting the CTA Carecr
Service Programe

g Acting in support of Beards established by the CTA
Carecr Service Beard for handling specialized
functions on an Agencywwide basisg

IIT. Organization and Functions of the (OFFICE) CARER SERVICEHBOARDS

© As (Office) Career Service Boards will be composed of the following
personss ‘ . :

Assistant Director (or Office head) ex officio

Three or more Staff or Divisilon Chicfs, or
comparable highelevel officials

Secretariat « Nonevotinge. (In most cases, the
Secretariat will be composed of Administrative
Personnel Officers of the Office concorned and
will perform staff support for the Board,)

Bo (0ffice) Career Service Boards will be establiched in the follow=
ing units of CTAs ‘

0ffice of Special Operations Office of Scicntific Intelligence
- Office of Policy Coordination Qffice of National Estimates
Office of Communications , Office of Training _

Office of Qperations Technical Services Staff

0fflce of Research and Reports  Persomncl COffice

office of Collection and Medical Office

Dissemination ‘ General Services Office

Office of Current Intcle Inspection and Sceurity office
- ligence o . Procurement and Supply Office

Comptrollerts Office

An Administration Carecr Service Board will be established which
- will be concerned with those individuals who do not come under
the jurisdiction of any one of the above Carcer Service Boards,

Ce It will be the responsibility of an (0ffice) Carewr Service Board
tos :

t

1, Serve as advisor to the Assistant Director (or 0ffice head) on
all matters pertaining to the Career Service Program,

- 8 -
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2; Direct within the Office the application and functioning of the
»’Carecr SerV1ce Program, anluding but not llmltcd tos

ae Executlng rblGVdnt decisions of the CIA Career Service Board
and making recommendations to the CIA Career Service Board
for improvemeht of the Carcer Service Programs

be Spon oring, developing and executing the Career Service Program
of the Office concerned, including an intra-0ffice rotation
aystem, and reporting périodically to the CIA Career Service
Bogrd,

bg Reviewing Pors onnel aluatlon Reportes and proposed development
plans for ind1v1dukls in terms of training, assignment,
advancement, rotation and promotion,

de Recommending cancellation or continuance of career development
actions, : ,

Gp Part1c1pat1ng in the dcvelopmenm and execution of approved
extra~0ffice rotation systemse

.fy Submitting a scémimannual Personnel Evaluation R@porﬁbﬁé the
Sponsoring Office on each rotation appointee from another Office,

ge Ensuring that the rotation appointees detailed by their 0ffice
to another 0ffice are not ovarlooked for warranted promotion
and cnsuring that rotation appointees received by thUlr office
arc productive and their assignments commensurate with the
‘purpose of the app01ntm@ntsg

hs Reviewing continuously conditions of sarvire and duty with a
view to making recommendations to the CIA Career Service Board
goncerning working conditions and bencfits that can strengthen
morale and increase "esprit de corps',

- 4o 'Reviewing continuously th¢ personncl intake of the Off;cc,
©. " especlally at the junior professional level, with a view to
~ ensuring the acquisition of highlywgualified, versatile persons
with long-rangc potent;allty,

<3 Superv1se supporting : groupg or Boards as appropriate for- handling
gpeclalized functions, assigning to them 0ffice personnel as
- necessdrye '

~§q
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The Personnel Evaluation Report (See Form No, 37«151, attached) is
preparcd annually or as often as requirede It deals with:

aqs The job being done,

b, The personts performance on the jobe

Co The person's potential for assuming greater responsibilitiesg

de The program rccommended for the personts development g

Effcetive use of the Personnel Fveluation Report is dependent primarily
on the extent to which supervisors are objcctive in reporting useful
information on the form, The 0ffice of Training and the Personnel
Office are currcntly preparing the program ncccssary to place this

system in operation,

The Personncl Office will be primarily rcsponsible for administration
of the personnel evaluation program,

Abtachment - 1

10 -
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THY EXRCUTIVE INVONTORY

1. The purpose of a Career Service Program is to develop people
to the fullest extent to meot present and anticipated job reeds of the
Agency. An "executive inventory! is merely a means of matching prescnt
and potential excentive-type assets againet present and anticinated needs
for cxceutive ability in order to plan intelligently to meet these nceds,

2, As an aid to personnel planning for the development and use
of executive gkills throughout the Ageney, the CIA Carcer Scrvice Board
will maintain an inventory of all pereonnel who evidence exccutive
ability or potential according to eriteris which the Board chall de-
tormine from time to time in relation to tgeney needs, The Roard will
review Persoanel Wvalustion Reports on all rersonnel included in the
inventory and will recommend inter-0ffice rotation assignments for such
persons when appropriate in the intercst of thoir further development.
The Board wlso will use its inventory of exccutive abilitics to reccome
mend inter-0ffice transfers of persons to 411 key Agency positions,

35 In addition (0ffice) Careor Service Doards arc cneouraged to
maintain inventories of any ckills and abilitics which they find helpful
for use in their internal personnel pPlanning.
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THW SELFCTION AND TRAINING
: .OF’

TRATNEES FOR PHOFESSTONAT, POSTTIONS

hhth rogard to trainens for ovcrt “ctlvnticu 1nc1wdsn* ovvrt
3

O ot

personnel assigned to EQXQEE Of*lcwag 1t is reconmended thats
a. All new personncl recruited to £11) profe ssional noqitiona
w in tno Agency be requirad to go througk a2 trainine program

in order to give them an adnquatﬂ basic inteclligenes back-
ground. ®xceptlons may be made for individuals who have had
previous high=level intellizence cxperience,

be The present Professional Trﬂln ing Program in the CI* Intelligence
School be reorienteted and erpsnded as speec Llﬁ as possible into
a Professional Selection and Training Progrem to give 2ll new
personnel for professional positions a2 broad vet intensive
intelligenee. training. Specialized training, including language,

- area and operationnl treining, will be bandled in other parts of
the, training program. ' ' o

¢e¢. The curriculum of the CTh Inte 1ligence School, including recom-
mended reading, be révised to cover subjects oE particular
~intercst to Offices and be coordinated with TRE to reduce
duplicztion in the curriculs.

de A sclection board to be known as the Profogsional. Selection
Panel bc egteblished under the direction of the CIZ Corecr
Service Board. It would coneist of five votbl ng members and
three advisory mﬁmbers'as Pollowq-

8]

(1) Two rnpr~ohntﬂtLV(u ¢rﬂm thn overt OfijF

(2) Two representatives from the covert Offices,

(3) Cne representative from a Deputy Director's Office, the
mn/p, DP/A and DP/L, to be %&CCFuQWVply represented on a
rotatﬁng hasise '

. (L) Three advisory representatives; one aach from the,?cfsonnol

Office, the Inspection and Sceurity Office and the Office
of Tralning,

Sanltlzed Approved For Reyfase : CIA-RDP78-00699A000100060029-1
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The Panel will review selection standards, including medical
standards, for and the qualifications of all candidates up to
and including the grade GS-11 for overt and semi-covert nrofose
sional positions in the overt, covert and support Offices and
will finally approve on behalf of the “gency the sclection of-
all personnel for professional positlons in those grades and
categories, In case of an adverse finding agoinst an applicrnt
by the Pancl, the appropriate Assistant Dirsctor or Office

head may appeal to his Deputy Director whose decision will be
final. The Panel will also, when réquested'by'an Assistant
Director, arrange for the testing of 2 cendidate in the GS-12 -
15 aategory, review his qualificotions and made rncommrndqtlons
to the requesting Offlcr.

Personnel requlremonts of Offices for professional positions be
submitted to the Personnel Office which will inform the Pro-
fessional Selection Pancl and the Office of Training of the
estimated intake so that they may plan accordingly. 411 recruit-
mend will be undertaken against authorized slots in consumer
Offices except that o small number of slots will be set aside
- for the {emporary accommodation of draft-cligible candidates who
are brought into CIA for indoctrination before entering the
Armed S@rvicec

. The proorﬂm to establl h consultant-contacts in colleges and
universities (Project Review Committee Project TRN/ADD*92~52 of
22 October 1951) to regruit undergraduste ond graduate students
be vigorously implemented and ultimately expanded.

No subsidy be given to university students prior to their CIA

- employments No specific substantive guidance be given by the
consultant~contacts to undergraduate students. 1In certzin cnces,
consultant-contacts may suggest that selected graduate students
specinlize in practical subjects or foreign aspects of thelr
flelds which might bo useful if they should enter the intelligence
field. ,
Congultant=contacts be briefed regarding the relation between
regruiting for overt uge in hoth overt =nd covart OfflC“S and
recrulting for deep-cover act1v1t1rq'

Speclal security meessures be taken to prevent subversive infiltras
tion into the Agency through the traines »ystem and that I&S

13-
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Office ho given adequate ba ckrn in money and pnersonnel to carry
out thesc mcn\urpue Conqult“ﬂt-nvntqctq e briefed thoroughly
regarding the danger of subversive infiltration inte the Agency
through the trainee syctems ' '

Aporoaches by CTA represcntatives to universities or companies
in the United States for the rocruitment or tralning of owvert
pereonnel including overt porsonnel for tha covert Offices, be
coordinated with the Contact Division, 0ffice of Op@rations.

and thﬂt Uublwcjtv of any kjnd rﬁ"ﬂrdlnf uﬂJ ““UJCtL of the:
Profecsional Selection and Training Program be discouragede

£11 candidatcs for professional positions in grades up to ~nd
including n8-11 be given o onc-day battery of tests thnr; flnal
commitments for employment are made, this testing to be given
after the applicant has besn recommended by recruiters and after
PHS and other forms have boen reviewsd by the Personnel Offilce.

The testing in 1. above be carried out in leading colluges and
universitics by compotent consultants (or by & field unit) and
in Jﬂﬁhln ton bv a ha\dquqrt re unite

The scquence of events in carrying out the PrnP( ssional Selection
and Troining Program should bo as follows: ' '

(1) Statement by O0ffices =nd other components of their needs for
“new perconncl to fill profeesional positions 1n the GL—)
through G°=11 categorice,

(2) Tocating, contactine and sereening of candidat. s in univér-

T Tsitdes, 1ndugtrjo and the Armed Scrvices hy the Personnel
Office through consultsnt-contacls or by other reeruitment
tachniques. e

(3) Pre»security5Chwck by T&S0.

(L) t]ﬂ” of candidatcs at selected locstions in the field and
'in headquarters, : :

fcreening ond shopo1nv of sandidate files to O07fices by the
J'Porconnol Officu.

Pt
CASL
F N
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(6) Clearance by the Medical Office (to be carvied out between
: steps 5 and 10).

(7)) Assessmont,  (To be carriad out, at the option. of the
- obligating Office, between steps 5 and 10,)

(8) Obligation of slots by Offices.
(9) Seeurity iﬁve;tigation initiated by i&SQ,
(10) Qecurity Clenrance,

(11) Int rview, roview and decision by Professionsl Selection
" Penel, . . 4

_(12) Yotificntion tO'candidaté_by Personnel Office.

(13} ®oD

(lh) thrance into CIA Intelligence School,

,Elﬁ) Review of Training record by Profegsional Selection Pancl,
(10) *ssumption of duty status in Officﬁ,obligating slot,

With rdgard to traincse for ddep-cover: ?CtiVltlFs, it 1is rucommcndsd
that

8, Recrulting and troining of decprcover eandidates be conducted by
the covert 0ffices separately from the Professional Sclection
and Training Program.

be- A focal point be ¢stablished to coordinate deep-cover recruiting
between the covert Offices, : o

0« A focal point be established in the Personnel Office to coordinate
" overt and semi=covert and deepwcover recruiting in the field in
order to avold confusion and minimize security risk,

ds  After initial selection of decp=coverucandidates, no further overt
or obvious CIA cocntbret be made with them,

. ey Covert training be coordinated with the Professional Selection

and Training Program in order to mazke maximum pmrtlcmblﬁ use of
training, curriculum and staff,

ulSm
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1, Thu ObJC“thLS of rotatlon for the ﬁé g are as fol?ows- '

ré.g‘ A more. Of'pLCtJ.VC and more econom: cal ut:xhzatlon of the: Agency!ts
MANPOWEL

ba A method of 1mprov:mg the solection and broadem ng tha OXpCI‘:LanO

of ind:.vidualo to scrve, .,n key poultlons, :

Co Thn cult:vatlon of an cqprlt de corn based primarily’on the
rcwardmforwmcr:t nrlnc*plc Lo '

e
3 £ g
.,\,;‘.. L

2o Thc ObJOCblV(u oi‘ I‘otcx"bj on for the mdlv:Ldual are’ as iollows-

b

8¢ Asolstlng h1m to do hlu present ‘Job more CibetLV@ly by-v
(l) Increa51np hlS knowladgo 1n hlu fioldg. A |

(2) Prov1u1ng h1m with new sklllo, tcchniquos and method" of ,
peri‘ormancot o . , ; , ‘

(3) Improvn.n”’ his ablllty to plan hlo work nnd to 1111% ct dnd
' ~ gupervifc others in it,

.(h). Incrzasing his undcrstunilng of the ngcossary'rolatlonghlpo

oMot s Job to tnoso of collateral and higher LChulOnS of the
N ‘;-"AgchJa _ o ~ . A

be Proparlng him to undertake jobs of 1ncrua8Lngly'ngJtor regponsie
‘bll*Ly commcnuuratc w1th his growth pobential by:

(1) EroadenLng his undcrstanalng of the objcctives oi tho chncy
s and Jts m¢s.1ona

'“f-(2) Intcnulfalng thc dvalopmbnt oi hjo chmn_Lngs nanagcfiai and
supervisory sl i:LZLs°

Cn-:PrOVJdAHQ him more opportunwty to flnd thp flfld in Wthh he doc s
. bcste

"3dg R@mOV1ng him from a Mrifgu, )
wléw!
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% _ 3y In order to provide a terminology that will promotc a common under=
J gtanding of rotation problems, the following drflnltlonu have buen
adopted:

8, Rotation; The process of‘sysiématic designation and redesignoe
TIon of an individual to various kinds of duty and training for
.- the purpose of improving his capacity to serve the Agency.

be Transfers The process of removing an indlvidual from the rolls

... BT ond Dffice and his concurrent addition to the rolls of another
0ffices This process is independent of the process of rotation
though it may be a consequence ‘theregf, : .

G Exeh : The process of rotating an indlvidual by placing him
femporarmly under the operational control of another offlce in
returp for another individual wlmllarly attacheds :

dy Loapn: The process of rotatlng an individual by placing him.
temporarily under the operational control of another Office
without recliprocity, or of attaching him tomporarlly to an
a.ctiva.ty not a pal’b of CIA. o -

Ee SJonSOrln Office: The adnnnlutratlve unit of CIA on whose rolls
I%Hividua%s With rotabion assignments are carried and urder whose
sadministrative control individuals remain irrespective of where
attached,

f¢ Recciving Offices The administrative unit to which individuals
Lo nkelng rotated are attached and under whose operatlonal control
individuals remain until they are retnrned to the Sponaqung
Office-e .

<
L

A, ;nciples which are concerned in thc process of robation are as followr

Bp Enfsonnel Covered: In g@neral, any ind1v1dual who has been in the
employ of the Agency for a period of two yvars is .cligible for
rotation, Rotation of persons who have beén on duty for less than

WO years would be the exception rather than the rule,

be Positions Covereds: . Any position within the control of the Ageney

.. %o whlch the acsigrment of personnel will serve the objectives of
rotation is regsrded as covered by these principles, These include
executive, operational, intelligence, technical, administrative and

- 17
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training positions, cither in the fleld or at headquartcrs, Wlth]n
the Agency or wltn othbr pubWLc or ervatc agcncnos or LnutLtutrons.

Co 'Job Groups Covcr@dz The cle sseu of JﬂleldudlS POV&PCd are inclu-
§Ive rether than oxclusive, The profecsional or technical
activity of a given class of individuals may, by its natuvo,
limit the Jobntypo groups to which members of. such a class will' .
rotﬂtog :

de Normal Durataon of Tour of ‘uty ' Each individual rotation pcriod
- omay vary But Will Nob bC Less lan six months, and will probably
average between eighteen and tuentyefour monthse Thus, a robtation
~asslgnment at the National War College will run some ten months
" while a rotation ass;gnmbnt to a position overseas may well run
twcntjufour to thlrty monthse

ey Degree of Compulsion to Rotqt< - As a matter of principle,
‘agceptance of a rotdilon assignment is compulsory for persons who
intend to make a career of CIA employment, Any individual or
Sponsoring OfchL, or Receiving Office, may, however, show causc
why & rotation asse {gnment shall or shall not be carricd out, 7The
reviewlng suthority (the CIA Career Service Board) shall in such
cases make recommondations to the appropriate Depuby Dlrectar whose
d001s¢on shall be fsnalq .

£, Admlnlctrxtlvo Control: Individuals with rotation 8231 gnments will
' “?%Eén on the TOLLS of the Sponsoring office and under 1ts admine
“istrative control. for promotion and trangfer purposes. The Sponsors
 ing Office will pay the individual Irom home office tundw at his
home o£f¢co 7 JdLQ

g OQCTutLﬂnul Control' The individual being rotated will bé under .
The operational control of the Recelving Off)ca for the duration
of his tour of duty with that 0ffice, during which period Personnel
Evalvation Reports will be preparced by the PLC”LVing Ofl'ice and
forwarded to the Sponsoring 0ffica,

he Effect of Grﬂdﬁ DWfLLr(nbldl betwoon Job) conc<rncd in Rthb1on°
ASeTgnmonte givon B0 1ndividunls being rovated chall be gonorally
Ceommensuratc with their abilities, kucp:ng in mind the purpose of
making the specific ass ignnont. Rotation Loan Slots (See Schedule
B, attached) will be allocated to Officcs to maintain flexibility
in effceting rotation where exchange of apprOWLmﬂtaly equivalent
personnel is not practical. ,

Sanitized - Approved ForR a5/ CHARDP78-00699A000100060029-1



e [ - . T -

Sanitized - ApWed For Release : CIATRDP78-W99AOOQ100060029-1

RET,

SIgRET .
¥y Information

Jecurj

i

égi, 'Chgn ¢s in Grade: vPrpmétiéns‘énd‘other:changes in gradc shall

R TR e - uwder the control of the Sponsoring 0ffice, The eligi-

5

- bility of the individual for promotion shall mot be prejudiced
= ier gverlooked by reason of his status as an individual being:
 rotatede T o S
R, ) Pkl O o
Je” Duration of Rotational Pattern: It is prematwe at this time to
~ Tormulate a policy covering the dwration in years during which
period the individual is sybject to rotation policies, or to
< attempt to prescribe an arbitrary-age limit after which rotation

i

" "Pelicles will not be appliedy

kg‘ Settlement of Disputes: Divergence of views between Offices or
wbetween an inqividual. and his (Office) Career Service Board which
cannot be satisfactorily resolved between the partics shall be
referred in the first instance to the Secretariat which will
- review the cuse and forward its recommendation to the conccrned
vrf\(offiqe) Career Service Board(s)s In the event the recommendation
-~ of the Sceretariat is not accepted, the case shall be referred to
“the CIA Career Service Board for, disposition,

1 zglicy‘Goverhing Rotation within an Offices: Intra=0ffice rotation
+ 7 poliey shall be sct by the (0ffice) Carecr Service Board within
- the framework of policies prescribed by the CIA Career Service Board,

‘Me " Policy Governin Roﬁatibn\between Offices:  Within the framewmork of
icles prescribed ¥y the CIA Caremv:'.ce Board inter-0ffice

=+ opotation will be based largely on a serics of bilateral agreements

' Ybetween Qffices which will set forth in each case the person being
rotated, the expected duration of his agsigmment and any other
‘ pertipept fagto, . _ e e e

There are two basie tYPESHOf‘rétation as follows:
B¢ Rotation by Exchange I '

(1) The Exchange procedurs authorizes office Beards to negotiate
7 the Yewapping" of two persons when it has been judged that
_rotation is the best method of broadening their experience,
This procedure will be used when the two positions in question
are of corresponding rosponsibllity. Respective grades of the
- Positions or incumbents need not be exactly the sameg

-1
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(2) Individuals being rotated will be under the operational
_ control and supcrvislon of the Recelving Officc Bearde

(3) The Receiving Office Board will outline to the individual
the responsibilities of the new positions

by Rotation by,Léan

. (1) The Loan procedure autherizes an Office Board to recommend
the temporary assignment of “an individual to another office
without rceeiving anyoné in return or to rocommend his
assignment to outside activitics for the purpose of broadene
ing his knowledgd of his fielde ‘ ‘

(2) Rotation slotsy allotted by guoba outlined in Schedule B,
attached, will be avallable to Office Boards, These clots
will ‘be allotted by ‘the CIA Career Scrvice Board and will
be Mopen" positions to accommodate any grade.

(3) The Receiving Office Board will outline to the appolntee
the recponsibilities of his new assignment, The appelrntoc
18 Mon losn' to the leceiving Office and will thercfore not
tie up an authorized T/0 position, He will be assigned to
a Jogical unit in the Receiving Office’s organizatlonal
structure, o , '

(4) Appointecs will be under the operational control of the
Receiving Office Board,

6o Specific guestions ralsed by the DCI in his memorandum of 7 March 1952
and rccommendations in response thercto are as follows:

a, Do you recommend limiting overscas duty to aay particular number
of ycars?

Tt is recommended that the Agency not limit totel overscas duby
to any particwlor numbor of yoavs bub that, in accordance with
their noeds and in considerabtion of the health and hazard condi=-
tions prevalling abt various foreign posts, the several nffices
concerned, in conjunction with'the Medical Office, arrive at and
recormend a uniform policys

sccuritff Information - . Tab T
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'

bs Do you recommend bringing all foreign personnel home, say, onc

year in each four or at any other intervals?

It is recommendwdAthat as a poiicy and in conformity with
existing and proposed federal lows all stafi personnel scrvin
overseas be brought home at leazt once every two years for

8

home leave, Determination of the relative lengths of tours of

duty in the United States and overseas will have to be adjust
constantly in consideration of the proportion of total staff
porsonnel‘serving in the United States and abroadg

ed

¢s Do you recommend moving officers as a matter of policy from Office

to Office within the Agency or do you mean from division to
division within an Office?

" The rbtatiqﬁ system recommended provides for intra=0ffice, inters
"0ffice and extra=CIA rotation of the individual to duty or traine

ings At thé Agency level, the CIA Carecr Service Board is

empowercd to levy requirements on the Office Boards for individuals

to prepare them to.fill key Agency positions,

de At what rank does the robvation by the Carcer Service Board stop?

The rotation system recommended by this Working Group covers all

positions and all ranks without restriction,

' -

-2 -
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CARFER BRNFFITS

ls In order %o induce able persons to make their corc.rs in CIA,

Agency should provide specific and tangible benefits to them. - The

seeurity aspects of CIA's mission which forces on many €A personnel a
role of anonymity, repugasnt under normal circumstaonces to professional
people, and the physical and mental stresses resulting therefrom are
such th 't 2 compensating factor is d&sirable;

25 Most of the tangible bencfits that might be provided to CTA
personnel will require leg
to thic problem gince the opportunity to collaborete with some other

islation, JDntlnuoue attention must be egiven

Lo

department of government that is sponsoring desired legielation may
provide an indirect means of atbaining t w objactives

3. Renefits thpt may ba nnstallec w1thout additional legislation,

8, Additional pay for various types of hazardous duty.
(Separated from the Carcer Service Program at your reques
but being nrr1€d forward through other channels,)

be A meritorious eward system providing for rocognition of
distinguished service to the Agencye. (See Tab 1),

ce A CIA overscas po”t claszification system providing
benefits responsive to unhealthful conditions.

Tt is rocommendad thats

(1) The Agency continue to follow the Department of State
system,

(2) The Director of Persomel continue the excreise of his
powers 2s in the past,

(3) The Director of Personnel, with the advice and sssiste
ance of the operating Offices concerned ond the Medieal
Office, establish an Agency policy reg rarding the length
of assignment in unhealthful posts, glvwn: regard to
the proboble dwt*rior"tion mf health, This doterminaw
tion to be made without reference to salary differential
or possible acecrlerated rctlr\m,nt cradit,

- 22w~
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dy Botter group health insurance, (At prosent being actively
. worked on,) '

Le Bencfits that will require sdditional logislation,

ay Additionzl benefits for personnel disabled while in the
employment of 0I4,

be  Pay, withinegrade raiees, and grade promotions for pereonnel
who are detained involuntarily by Toreign governments, known
as "Missing Persons Act" for vouchered funds employees,

¢+ Application of the principles of the United States Fmploycas!
Compensation fet to dependente of employees engaged in
hazardous dutics who are themselves exposad to hazard,

Q.
—-

Death gratuity of six months! base pay to dependents of
CIA employses whosc desth occurs in line of duty while
serving overseas .

€s A more liberal rotirement system,

£, An appropriate and adequate lcave system for all oversecss
employees.,

It ic recommended that the CIA Career Scrvice Board give its con-
tinuous attention to benefits a, through fy above,

- 23 -
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THE HONOR AWARDS PROGRAM

1, An honor award for intelligence service should be distinguished
from an incentive award for meritorious suggestion or for outstanding
efficiency and economy in administration as well as from longevity
recognition for long and faithful service. An incentive awards program
is well estgbliched in CI4; and a system for recognition of longevity is
now being considered, Awards for imtelligence service do not existe It
is therefore recommended thatb:

as CIA establish a medal for presentation by the Director of Central
Intelligence to any individual assoclated with CT4A, or to any
other person, who makes a notable contribution to Unﬂoeﬂ States
intelligence activities,

be The design of the medal incorporatc those featurcs of the Apency
seal adaptable for use in the medal and thab the medal be
guspended from a dj%blnctva ribbon empleying the colers of the
Agency seal,

ce Units which have contriltuted oubtstanding performance be
rceognized by a personal award to each member of the unitb
rather than a group awardg

d; There be established an lonor Awards Board, under the juris-
dicticn of the ¢JA Carecr Service Board, which will be
responslible for reviewing recommendations concerning any
honor awards in CIA, and for forwarding these rccommendations
to the DCI for his approval,

ey The CIA Carcer Service Board give further attention to the
problem of creating an Honor Awards Programg

- 2l =
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Schedule A

Membership
on the

CTA CAREER SERVICE BOARD

lo The following pcrsons are permanent members of the CTA CAREER
SERVICE BOARD:

Deputy Dircetor/Plans or Deputy

Deputy Director/Intelligence or Deputy
Deputy Dircctor/Administration or Duputy
Assistant Director (Personnel)

Dircctor of Training

24 The following persons are rotating members of the CIA CAREER
SERVICE BOARD¢

Assistant
Assistant
Assistant
Assistant
Assistont
Assistant
Assistant
Asgietant
Aesistant
Assistbant

Drector
Dirccbor
Mreector
nircetor
Director
Director
Director
Director
Director
Director

for
for
for
for
for
for
for
for
for
for

Special Operations

Policy Coordination
Communications

Current Intelligence
Collection and Dissemination
Opcrations

Scicntific Inbelligence
Research and Reports
Notional Estimabes
Intelligence Coordination

- 25
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Schedule E
ROTATION LOAN SLOTS

1ls Rotntion Loan Slots, "open" with respect to grade and over and
sbove the normal T/0 of the Offices, are allotted to the 0ffices as
indiecated below, Only personnel on "losn" rotation asgignment will he
carrled against these glots. These slots will only be usged to effect
rotrition assignments when "exchange" rotation io not practical,

2, The allotment of Rotation Lioan Slots ig as followss
Unit Total

Office of the Director of Central Intelligence 1 1

- 0ffice of the Deputy Nirector of Central Intelligonce
Office of Training

f
 ad

O0ffice of the Denuty Director (Plans)
Office of Special Operations
Office of Policy Coordination

Office of Communications
Technical Services Staff

LD LA

15

Office of the Deputy Direcctor (Intelligence)
Office of Wationol Wstimates
Office of Zedientific IntallJuplca
Office of Research and Reports
Office of Curront Intel‘igonco
Office of Collsction and Digsemination
Office of Oparations

[AS IR AC R VG mag WE I U I Y

Office of the Duputy Dircctor (Administration)
Pergonnel. Office
Gonersl Sorvices Office
Compbroilerle Office

O

Inspzction and Security Office 5
leld in reserve by thoe CIA Carcer Service Board 10
s enamya—a.

rnom L 5’0
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SECURITY INFORMATION

PERSONNEL EVALUATION REPORT

{See Instructions on Reverse Side)

—_
The personnel Evaluation Report is an important part of the Career Service Pro—
It seeks to assure for every person a carefully planned career, with advance -

For the individual, it means an opportunity to
To

the de-

gram.
ment based on demonstrated ability.
voice his interests and to discuss his job and his progress with his supervisor.
the supervisor, it gives assistance in carrying out a major responsibility,
velopment of the people he supervises. For the Agency as a whole, it means successful

teamwork based on mutual understanding and respect.

L
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PERSONNEL EVALUATION REPORT

Items 1 through 6 will be completed by Administrative or Personnel Officer

1. NAME {Last} (First) (Middle) |2, GRADE 3. POSITION TITLE
4. OFFICE STAFF OR DIVISION BRANCH ("1 oepT'L. | 1F FIELD, SPECIFY STATION
C__ Flew
5. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To [ tnitial [ Arnuat [T special
[__JReassignment [T ] Reassignment of Supervisor
Items 7 through 10 will be completed by the person evaluated

T. LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

.

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Name of Course Location Length of Course . Date Completed

9« IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS).

10.

DATE

SIGNATURE
Items 11 through 18 will be completed by Supervisor

11. BRIEFLY DESCRIBE TH1S PERSON'S PERFORMANCE ON THE MAJOR DUT!ES LISTED UNDER ITEM 7 ABOVE.

FORM NO. ) ) {Over)
iy 1053 37-151 .
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12. IN WHAT RESPECT 1S THIS PERSON'S PERFORMANCE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING?
13. ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THIS PERSON CONCENTRATE EFFORT FOR SELF IMPROVEMENT?
I14. COMMENT ON TH!S PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.
15. ARE THERE OTHER DUT!ES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possible.)
16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR THIS PERSON?
17. |F PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 1S ATTACHED COPY OF MEMORANDUM NOTIFYING THIS
PERSON OF UNSATISFACTORY PERFORMANCE.
18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADDITIONAL COMMENTS INCLUDING
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER ITEM 20.
DATE SIGNATURE OF SUPERVISOR
19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20.)
DATE SIGNATURE OF REVIEWING OFFICIAL
20. COMMENTS: {(1f necessary, may be continued on reverse side of cover sheet.]

Sanitized - Approved For Release : CIA-RDP78-00699A000100060029-1
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20. COMMENTS (Continued):

INSTRUCT [ ONS
1. Instruction to the Administrative or Personnel Officer
Consult current Administrative Instructions regarding the initiation and transmittal of this report.
2, Instruction to the person evaluated

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With
respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out—
side of the Agency, which you consider pertinent to your career development.

3. Instruction to the Supervisor and the Reviewing Official

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by-job and day-by—day basis and use this information in carrying out your supervisory responsibilities.
Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual’s capa-
bilities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work of a more responsible and difficult pature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION RESOURCEFULNESS
DEPENDABILITY STABILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSCIOUSNESS JUDGMENT

INITIATIVE LEADERSHIP

c. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed.” The following basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

a) Wwhat you have observed the individual do or fail to do.

b Typical performance as well as critical incidents.

C) Examples relevant to the duties under consideration.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated during the report period. Avoid exaggera—
tions. They detract from the value of the report and are unfair to others.

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4. A FRANK DISCUSSION BETWEEN SUPERVISOR AND INOIVIDUAL CONCERNING THIS REPORT IS NECESSARY IN ORDER TO ASSIST IN THE
DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL'S CAPABILITIES.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL

a—Srenee
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